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Produces Appropriate Work Attitudes

A final critical outcome of discussing test results with in-
dividual apprentices is assisting each apprentice to develop
appropriate work attitudes. Use of test results as part of the
Instructional process helps to instill the notion of the appro-
priateness of work (process and product) assessment on
the job by supervisors and foremen. Accepting and using
the results of work evaluation on the job is an important
learned behavior. It is important not only to work, but also
to job retention and advancement. It reinforces the ideas of
quality control, merit advances, taking directions and the
legitimacy of external evaluation.

When And How To Discuss
Test Results

Any of these functions of discussing evaluation results
requires a structure and forum for presenting and using the
information. Testing results can be discussed effectively
with an entire related studies class, If it is done so no
individuals are identified and if the class is working at the
same general rate of progress on the same topic, A more
preferrable procedure is individual conferences conducted
at regular Intervals throughout the related subjects instruc-
tional period.

Individual conferences provide you with opportunities
to get to know each apprentice on a more personal basis.
They also offer you an opportunity to enter the results of
the test on the permanent record and obtain the appren-
tice's signature on the record in recognition of the grade,
score or mark.

Individual conferences should be held on a regular basis,
perhaps as often as every month. The discussion time can
be used to clarify performance expectations, to assist the
apprentice in structuring time, to discuss problems and
concerns, and to bring closure to various segments of
related instruction.

When holding the conferences, establish a general agenda
of topics and time to follow with each apprentice. The
agenda can be modified with individual, personalized con-
cerns as needed. When such conferences are used to discuss
upcoming content, to talk about performance, or to solve
personal work-related problems, they have been demon-
strated to Improve adult learning.

Your conferences will be most useful if you follow a
series of precedural guidelines for conducting the activity, '

Step 1: Develop an Agenda

Establish and follow an agenda for each conference. The
agenda generally can be identical for each apprentice. The
agenda should be written; should indicate the time, date

and name of each apprentice; should list each topic to be
addressed; and should include a space for noting the dis-
cussion and/or resolution regarding each topic.

Step 2; Develop a Schedule

Schedule a time for all conferences and post it in a public
place at least one week before initiation of the first confer-
ence. The schedule should note the name, date, location
and time for the conference with each apprentice. Also, the
schedule should list the general topics of concern and in-
dicate any prior preparation of materials that apprentices
are expected to bring with them to the conference session.

Step 3: Prepare For Each Conference

Review information such as grades, progress, attendence
and results of past conferences on each individual appren-
tice before the time for the conference. Make notes in the
margin of individual's agenda about particular points or
concerns you want to raise during the conference.

Step 4; Conduct the Conferences

In conducting the conference, use the time efficiently
and effectively. Start on time, move crisply from topic to
topic, and address any subject of concern to either you or
the apprentice. Effective conferences can be as short as 10
minutes or as long as 30 minutes,

Establish a conference atmosphere that Is comfortable
yet work-like, You should assume the role of a foreman or
supervisor and the apprentice that of a worker in your
charge, In those roles, you will serve both as advocate for
and evaluator of apprentice work. You want the apprentice
to succeed and to perform well both because it represents
growth for the apprentice and be cause it reflects well on
you. Your discussion must be frank and open, without
reprisals and without carrying over into the classroom. You
should offer evidence and examples to support the points
or conclusions you make during the conversation, Equally
important, you must listen to the concerns and points
offered by the apprentice. Remember that the tone you set
in the conference may be a major factor affecting appren-
tice productivity in the classroom and on the job.

As you move through the agenda, one point at a time,
enter notes and resolutions about each topic at an appro-
priate place on the written agenda. When possible, have the
apprentices establish short-term training goals for agenda
topics for themselves. Commit these goals to the written
record. At the conclusion of the conference, both you and
the apprentice should initial the written record of the
agenda. The record should be filed in the individual
apprentice's record folder in the file cabinet so that both
you and the apprentice can refer to it through the next
work period.Discuss Evaluation Results
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